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Memo for the Record— 


In 1969 when we prepare the request for the annual, 
report we should delete the first line (cu ft on hand for 
the last year). We have the information available to us 
on our last year's overall reports. This item seems to 
confuse the Records u fficers. In many cases they do not 
give us the total on haid (records plus reference). Con- 
sequently, the figure does not correspond with ours. 

In chatting with Vince he thought we might leave it 
off and just ask for the current year information. Also 
we should add an item to cover "Number of Reel of Mag tape". 

Vince would also like t^g^v^t^^Re cords Officers a conversion 
25X1 A table suc^^t^one ^H^^^prepared for his area^or 

25X1 A one like use^Tuwi^^area (both attached). 

25X1A 

8/26/63 
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ILLEGIB 


ADMINISTRATIVE - INTERNAL USE ONLY 

=» ft 

cl'j April 1968 


TO : 

SUBJECT: Annual Report of Records Holdings 


1 . An annual report on records holdings is required from the 
Records Management Officer in each component at the end of each Fiscal 
Year. These inventory reports assist in program planning and in 
measuring the effectiveness of the Records Program. They are also 
used to satisfy reporting requirements levied upon the Agency by the 
National Archives and Records Services. The information required 

may be itemized below. 

2 . August 16 , 1968 is the deadline for this year's reports. 

Your cooperation in meeting this deadline will be appreciated. ^PQTATINTL 
comments or suggestions concerning the Records Management Program will- 
help us to evaluate the Program and to make improvements where ne^ MI L 
sary. If you have any questions, please calljne on extension 


CIA Records Administration Officer 


REPORT OF RECORDS VOLUME IN AGENCY OFFICES 

FY 1968 


date 


cu. ft. of records on hand 1 July 1967 

<;u. ft. of records on hand 30 June 1968 

cu. ft. of records destroyed within your offices 
during the fiscal year (exclusive of Records Center) 

linear feet of reference and library type materials 
"(books, periodicals and newspapers) on hand 30 June 
1968. (This volume is separate and not to be in- 
cluded in the records volume of line 2.) 



Signature 
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ADMINISTRATIVE - INTERNAL USE ONLY 

■ • 

25 April 1968 

TO : 

SUBJECT: Annual Report of Records Holdings 


1 . An annual report on r ecords holdings is required from the 
Records Management Officer in each component at the end of each Fiscal 
Year. These inventory reports assist in program planning and in 
measuring the effectiveness of the Records Program. They are also 
used to satisfy reporting requirements levied upon the Agency hy the 
National Archives and Records Services . The information required 
may be itemized below. 


2 . August l6, 1968 is the deadline for this year's reports. 

Your cooperation in meeting this deadline will be appreciated. STA50MTL 
comments or suggestions concerning the Records Management P r °gg^t 1 fsl¥L 
help us to evaluate the Program and to make improvements where 
sary. If you have any questions, please call me on extensi 



CIA Records Administration Officer 


REPORT OF RECORDS VOLUME IN AGENCY OFFICES 
FY 1968 


date 


cu. ft. of records on hand 1 July 1967 

cu. ft. of records on hand 30 June 1968 

cu. ft. of records destroyed within your offices 
during the fiscal year (exclusive of Records Center) 

linear feet of reference and library type materials 
(books, periodicals and newspapers) on hand 30 June 
1968. (This volume is separate and not to be in- 
cluded in the records volume of line 2.) 


Directorate/Office Signature 
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STATINTL 


STATINTL 


STATINTL 

STATINTL 


1 ^SENgE.R WIU»fi WgC K., 

WrfSSLUrjPt 




KfcJr f 4 UUog 
FIDENT1AL 



Central Intelligence Agency 
OFFICIAL ROUTING SLIP 


H9QQQC-4 


SECRET 



M 


\ fa /L 2^jl «-4< kAAl 



ACTION 


APPROVAL 


COMMENT 


CONCURRENCE 


DIRECT REPLY 


DISPATCH 


FILE 


INFORMATION 


M- 


PREPARE REPLY 


RECOMMENDATION 


RETURN 


SIGNATURE 


Remarks : 


Vince, 

This is a thing' I had made up 
to assist those who are doing the 
physical count of records for our 
annual inventory. It has proven to 
be a good aid for those who are un- 
familiar with filing equipment. It 
may be of interest to others. 



FOLD HERE TO RETURN TO SENDER 


FROM: NAME, ADDRE 


Ap| 



FORM NO. 
2-61 


Use previous editions 


25 Jun 68 

(40) 

U S. GOVERNMENT PRINTING OFFICE : 1961 O — SB7282 
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NOW YOU ARE READY TO START 

WHERE DO YOU FIND RECORDS? 
HOW DO YOU MEASURE THEM? 


CARD FILES 


* 



ON DESKS 



SHELF FILING 

1 SHELF LETTER SIZE - 254 CU. FT. 
1 SHELF LEGAL SIZE = 3 CU. FT. 


ONE LINEAR FOOT 
3 X5 - 1/10 CU. FT. 
5 X8 = 1/4 CU. FT. 




SAFES 


DESKS FILING CABINETS 



ONE DRAWER LETTER SIZE = 1' 2 CU. FT 
ONE DRAWER LEGAL SIZE - 2 CU. FT. 


ACTUAL LINEAR 
MEASUREMENT 




VISIBLE INDEX 


COMPUTE ON 4,800 CARDS 
PER CU. FT. 



MAP CASES 

TOTAL INSIDE CUBIC 
MEASUREMENT 
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Approve® 


Approved 


W-^i^smoyaiiPiw 'ronrarmn w 

KHSMI02-4 

8 UNCLASSIFIED | CONFIDENHAL 1 

1 SECRET 

OFFICIAL ROUTING SLIP 

TO 

NAME AND ADDRESS 

1 DATE 

INITIALS 

I 

f\ ITft 

7 

(/0 

/f7\ 

2 


T 

r M — 

-fM 

3 




4 




5 




6 

. 




ACTION 


DIRECT REPLY 


PREPARE REPLY 


APPROVAL 


DISPATCH 


RECOMMENDATION 


COMMENT 


FILE 


RETURN 


CONCURRENCE 


INFORMATION 


SIGNATURE 


1 

Remarks s / 

^ ?y V L / 

j) 4 r — - , 

J 

r-\ _r ■ - s V 

I'fi Sffi \j * . f: 

*' ‘ „ _ ! ' 4 pJiM /a-wt 2 ; 

I'* y*^ — < iviA- ^ w ; ^ 

■rsbutu-.., rt flx _4 Ja.i-4 * 

' J V . jf * 

4$ -tfui Y A -fj "J1 
•£*/#• A-va ■ 

! 1 FOLD HERE TO RETURN TO SENDER 

\ _ FROM: NAME, ADDRESS AND PHONE NO 

DATE 

K 

H rn/feir>iF>RRf> PWiimnR ■ CIA pnD7ii ntv?cinBnnnc r 

miqnnn?-2 

• UTVtx AS srH ED 7 [ CONFIDENTIAL 1 

SECRET 


f0 , RM 67 N0 - 237 Use previous editions 


(40) 




STATINTL 


STATINTL 


Approve* 




02-4 


OFFICIAL ROUTING SLIP 



Remarks: 


Attached is the annual report memo RITA 
and I worked up. Do you agree with the 
wording? 

interested in type 
of report form to help our RMO 1 s. Should 
we provide that type? 

May T have your comments and suggestions 


Appr 






HERE TO RETURN TO SENDER 


E. ADDRESS AND PHONE NO. 


UNCLASSIFIED 


Q j01/C j 7/28j : C I A - RPP7 4 _ - 0&a9pR0 


CONFIDENTIAL fyyx 


DATE 




SECRET 


!-4 


f0 FJ°- 237 Use previous editions 


STATINTL 


( 40 ) 













^ c? — . 

<Z- 
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Q~<jL^/- <ZlJ <^-^>'t_<'Z_ C-tLy? 

^L*y 
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yV -y/ 

'-a-^y : 
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/ 

<6 


> 


Approved i-or Release 2001/07/28 : CIA-RDP74 
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STATINTL 


STATINTL 
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SPEED LETTER 

REPLY REQUESTED 


YES 


NO 




SECRET 

( When filled In) 


TO : ARO ' s 
ATTN: 


DATE 


LETTER NO. 


FROM: 


1. An annual report on records holdings is required from the Records Manage- 
ment Officer in each component at the end of each Fiscal Year. These inven- 
tory reports assist in Program pl|mjin^ and measure the effectiveness of the 
Records Program, as woil ao satisfy reporting requirements levied upon the 
Agency by the National Archives and Records Services. The information required 
may be itemized below. August 16, 1968 is the deadline for this year's resorts. 

2. during FY 1969 at the Erection of the President all 
asWd by GSA-to conduct^a^recofc’ds cleanjip^c’aflipaign betwe 
CW campaign w|ll pmbibly be/held i^the sprfing at whfch 
ant invdntorv cvf fpdng equipment ffo m all Records Officers , 

prepared asisorm as the dates beCve been 


Se. 


Les will 
ftemberp'^nd Jiuy . 

11 inquest 
fotice gm that 
Dlished. 


Tour^ cooperation in meeting the chadline for submitting your report to 
this office will be appreciated. Your comments or suggestions concerning 
the Records Management Program will help us to evaluate the program and to 
make improvements where necessary. Tf + ~ 

-4SP- if you have any questions, please call me on extension STATINl 

-CIA Records AHmi n-f fAfffrR'fion p££jx£3 


m l 


REPLY 


DATE 




■■is- 


fir 


FY 1968 

Report of Records Volume in Agency Offices 
cu. ft. of records on hand 1 July 1967 


cu. ft. of records on hand 30 June 1968 


cu. ft. of records destroyed within your offices 
during the fiscal year (exclusive of Records Center) 

linear feet of reference and library type materials 
(books, periodicals and newspapers) on hand 30 June 1968. 
(This volume is separate and not to be included in the 
records volume of line 2 above.) 


A pp r o v e d For Re le as e 20 0 1/07/2 8 : C I A RDP7 4 00390R00020019006£ Y 

RETURN TO ORIGINATOR 


TURE.t office 


S”? 1831 


SECRET 




3 July 1967 



TO: Chief, &//=- 

FROM: OER Records Management Officer 

SUBJECT: Annual Inventory of OER Records - Fiscal Year 1967 


1. The Office of Economic Research has "been requested by the 
Chief, Records Administration Staff, DD/S to make an annual report of 
the volume of records maintained in OER offices as of the end of Fiscal 
Year 1967* 

2. For the purpose of this inventory, "records" are defined as 
intelligence, administrative, and/or reference’ material (regardless of 
form) maintained in any manner In OER offices. 

3. Material placed in filing equipment for overnight or transi- 
tor^rystorage 'will not he included in this inventory. 

4. An outline is provided on the reverse side of this memorandum 
for recording your inventory. Please indicate separate estimates for the 
following material: 

a. Letter (where letter-size material is filed in legal- 

size cabinets, report measurement, as legal.) 

b . Legal 

c . 3x5 cards 

d. 5x8 cards 

e . Library material 

f . Maps 

Report estimates to the nearest linear foot of depth. (A 
letter or le.gal size safe drawer is two feet in depth. ) 

5. It is requested that this report of records maintained in 
your component be forwarded to the OER Records Management Officer, 

Room 4F-19, Headquarters Building by c.o.b. 28 July 1967* STATINTL 
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(When Filled In) 


END OF FISCAL YEAR INVENTORY OF RECORDS 
COMPONENT OER/Gommunist/Far East Branch DAT E IQ July 1967 




Letter 

L2J 

Legal 

L£J 

3x5 cards 

L13J 

5x8 cards 

LH! 

Library 

Material 

ill 

Maps 


9 6 



128 



a through e to "be reported iri linear feet 

f to show number of five-drawer map cabinet sections in use, if any. STATINTL 



Approved For Release 


-4 
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0 .Tune '<4 67 


'lOBtiIBCT: Annual Report of Records Holdings 


l o 1 our annual report of records Holdings and records destrcr»«e 
for FT 1967 may be recorded below foe return to my office by 
i August.. The statistical data supplied by you enables us to evalu- 
ate the progress, of the Records Management Program in each office «nd 
provides the basic input for our report to the National Archives end 
Records Services,, 

*■' your oooper&tion in supplying this data enables ns 
,o measure the effectiveness of the Agency Records Management Progi <u> 
ind Hlso to determine areas where uroblena? mav exist,, 

i» 1 would appreciate receiving anv comments and suggestion* 
you may have concerning the Records Management Program, 

STATINTL 



KEf'ORnS V( a, I IMP! REPORT 
}<>t7 


««. ft. of records on h an d 1 .July 1066 

m tt m of records on band 30 dune 1967 

(exclusive of books, periodicals, and newspapers ) 

, r _ 3 3 near feet of non*rerord -Hpoks •oeriodirs, |s. and 
newspapers on hand 30 1967 

cu. ft. of records destroyed in your offices during 
P.f 1967 (exclusive of Records Center disposal,) 
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STATINTL 


STATINTL 


STATINTL 


STATINTL 






SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM 


UNCLASSIFIED 


CONFIDENTIAL 


SECRET 


OFFICIAL ROUTING SLIP 



ACTION 


APPROVAL 


COMMENT 


CONCURRENCE 


DIRECT REPLY 


DISPATCH 


FILE 


INFORMATION 


PREPARE REPLY 


RECOMMENDATION 


RETURN 


SIGNATURE 


Remarks : 

Frank: 

The regular annual package for the DDP/RMO' 
pe^th^te lephone list, haa been sent to Mr, 
jHPHthla year. The attached la aent to 
yoii^a^your Information. 

Whatever assistance you can give us or 
will be appreciated by me. 



FOLD HERE TO RETURN TO SENDER 


FROM : NAME. ADDRESS AND PHONE NO. 



Chief, Records Admin Br,,; 


UNCLASSIFIED 


CONFIDENTIAL 


DATE 


lS %/26/68 


SECRET 


r TJ°- 237 


Use previous editions 


( 40 ) 
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MS copy 


□ UNjSMSSiitEPor ReleBa : CIA-RDP74-0039£5bo^M^9dQWIU 1 - C 


iECRET 


STATINT1T 


ROUTING AND RECORD SHEET 


SUBJECT: (Optional) 

Annual Report of Records Holdings 


FROM: 


Chief, Records Administration Branch 


EXTENSION NO. 


DATE 


-STATINTL- 


26 April 1968 


TO: (Officer designation, room number, and 
building) 


3 . 


5 . 


6 . 


10 . 


11 . 


12 . 


13 . 


14 . 


15 . 



DATE 


RECEIVED FORWARDED 
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OFFICER'S 

INITIALS 


COMMENTS (Number each commeni to show from whom 
to whom. Draw a line across column after ean comment.) 


1. The attached requirement Car 
an annual report on office records 
holdings, both here and overseas, 
is more important than ever. Each 
year the volume has cons Ls ton ,ly 
gram in all the offices and our 
Records Center. 

2. Your assistance gp^lN^L* 
year’s inventory will be greatly 
appreciated. 



Attachments 

Annual Inventory Report Formas 


FORM 610 USEPREVIOUS 


EDITIONS 


□ SECRET □ CONFIDENTIAL □ [^"only □ UNCLASSIFIED 



